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TO 1 Advisor for Management DATE:
FROM ; Chief, Administrative Services

SUBJECT: Request for Additiomal Position in T/Q
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1, The following additional position is requested in the office

of the Chief, Administrative Services:

[ ] clérk GS=l

2+ This position is required to provide clerical and typing
assistance for the Administrative Officer, as the two clerk steno-
graphers presently authorized are required to perform secretarial
and stenographic duties for the three men assigned to this immediate
office. This clerical assistant is required to maintain the mail
and cable logs of incoming and outgoing material of the Administrative
Services Office; handle receipt and dispatch of such material; prepare
and type personnel actions, recruitment requests, referral sheets,
requests for badges, reproduction and supply requisitions, administrative
correspondence and reports; filing, and miscellaneous other clerical

duties as required,

3. Approval of this additional slet at an early date is requested.
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